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<date>

Request for Offer

	Framework Contract Nº
	Request Form ID

	40 XXXX XXXX
	WOXXXXXX


	To
	Company
	<company name>

	
	Contact person
	<contact name>

	
	e-mail
	<contact e-mail>


	From
	Department
	Finance Department

	
	Service
	Vendor Management and Economic Files

	
	Contact person
	<Office VMO contract manager>

	
	Phone
	(+34) 965 139 XXX

	
	e-mail
	<Office VMO contract manager e-mail>


	Project
	<project name>

	Office Project Manager
	Program Manager Name

	Approximate start date
	As from signature date of the Specific Agreement

	Delivery target date
	dd/mm/yyyy

	Clarity Project Code
	

	Order type
	Times & Means
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1 Introduction

1.1 Objective
The purpose of this document is to define staff profiles that are required to perform the services defined in following section, in the context of the Framework Contract XXXXXXXXXX and based on “Time and Means” conditions.

1.2 Request for offer timetable
The Office expects to adhere to the timetable shown below. It should be noted, however, that the Target Dates are approximate and subject to change: 
	RFO Activity
	Target Dates

	Release of RFO
	D

	Final Date to Ask Questions
	D + 5

	Answers to Questions Posted
	D + 10

	Proposals Due
	D + 15


The Deadline for submitting the offer is fifteen working days after the release of the request as defined per Framework Contract provisions. However, it will be appreciated if an offer could be submitted sooner. In addition, if contractor is unavailable to perform the tasks required or provide the resources necessary, it will be grateful he communicates the reasons as soon as possible. 

The contractor should acknowledge receipt of this request for offer within 24 hours starting from the submission by the Office.

Within ten days after the submission of this request, contractor could request clarifications regarding project approach or execution conditions in order to be able to perform an offer that fits the purpose of this request.

Finally, submission of an offer implies that contractor understands all requirements exposed and accepts the execution conditions. No submissions of offer will be accepted after the time limit set, if no response is received from the contractor, it will be considered unavailable.
2 Project Approach
2.1 Background and Project Description
COMPLETE
2.2 Deliverables

	Deliverable
	Comment

	Monthly Time Sheets
	-

	Any document as requested by the Office project manager
	-


3 Profiles
3.1 Profile Name 1
	Profile Name
	Profile Name

	Number of resources
	Complete the number of resources of the defined profile

	Expected Workload
	Complete the expected workload (hours)

	Nature of tasks
	Complete with the tasks that will be expected of the required profile. This list may be not exhaustive.
-
-
-

	Knowledge and skills
	Complete the list of the minimal knowledge and skills expected for 
this profile.
-
-
-
-

	Experience and Education (additional to profile definition of Framework Contract)
	Complete the required minimal experience and education qualifications required for the profile.
-
-
-

	Specific expertise
	Complete the minimal specific expertise (optionally).
-
-
-


4 Assumptions and constraints
Revision History (Section intended exclusively for the Office’s purposes)
	Version
	Date
	Author
	Description

	1.0
	12/09/2013
	LF
	RfO Template published in QMS

	1.1
	18/10/2014
	LF
	Update after new Office’s organisation as of 9th of October 2014
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